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EDUCATION ASSISTANCE REIMBURSEMENT FORM 
INSTRUCTIONS: 

 

• Employee: Fill out Section A with all requested information relating to the course(s) to be reimbursed. Prior to course 
registration, submit form to your manager and then Human Resources for approval. After course completion, submit course 
receipts and an official grade report as proof that you received a grade of “B” or higher or appropriate certificate of completion to 
Human Resources for course reimbursement. 
 
The maximum calendar year reimbursement is 50% up to $5,250. Employees are required to stay with the company 12 
months from the date of your last education reimbursement. If an employee leaves before the 12 months, they are 
required to reimburse the company the cost of the education reimbursement. 

 

• Manager: Review Section A and make determination about applicability of course to employee’s current 
job responsibilities and/or preparation for advancement in the Company. Fill out Section B and return 
form to employee. 

 

• Human Resources: Review Section A and B for completeness and confirm that the course meets policy 
guidelines. Keep the original in the employee’s personnel file, and return a copy to the employee. 
Review receipts, grade, and form for final check, and if all items are received, forward to Accounting to process reimbursement. 

 


